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ABSTRACT

: Designed for university educators, a 34-item '
checklist for improving the quality of student internships and field
experiences is provided. The content” of the checklist is based upon -

&gOmprehensive-evaluation results gathered from post-internship’
students, agency personnel, and university staff. Topics on planning . 1
for seminar experiences and field supervision include: (1) the items Y
to be included in a written course outline for students; (2) steps to- ‘
take early in a course; .(3) obtaiming feedback on course progress
before the middle of a course; (4) techniques to keep in mind ° P
‘throughout™a course; -(5) tips for planning field supervision; (6) the
supervisor's role .in visiting interns; and (7) successful techniques
for judging the work of an intern. The checklist is general enough to
be used in a variety of preparatory programs as well as in the
teaching professions. (LH) ' : '
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Preparation in most professions includes some kind of field experience
> and/or_internship.- -In too many instances, however, these vital opportunities . -
T “for trainees-suffer from inadequate monitoring and supervision. Such short-
comings have been found in preparatory programs in medicine and law as well
as in the teaching professions. . '

g

<

Our experience at Northeastern has shown us once agjain that field ex- .-
periences are essential for allowing trainees to apply the concepts they
have learned. Evaluation results have demonstrated, however, that the in-
ternship experience was not always an adequate one or as successful:as it
could have been. - o __

In an cffort to improve the quality of the internships, we have devel-
oped a ‘checklist which can be used as a guide by university personnel. The
content of this chekclist is based on comprehensive evaluatior results. ga- T
thered frem post-internship students, agency personnel, and university staff.

We believe this guide can be utilized by supervisors to insure that the.
internship is a rich and meaningful experience for the trainee. In fact, a’
conscientious supervisor could certainly use the checklist as a means of
evaluating his or her own performance -during the internship and after it
is completed. .

We hope that you will find this product of our evaluation efforts as
helpful as we have found it to be. ' ’

Stephen L. Lapan
Francis X. Vogel

- January, 1983
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A CHECKLIST FOR UNIVERSITY SUPERVISORS REGARDING - ‘
) THE OPERATION OF SUCCESSFUL INTERN SEMINARS AND FIELD EXPERIENCES
I. THE SEMINAR
A. In planning the seminar experience, be sure you have deve]oped a
written course outline for the students “that inc]udes o G
L Topics for which you are responsible. o
2 Top1cs to be covered by v1s1t1ng persons.
___ 3. Time a11otment for shar1ng f1e1d experience
4, Clear exp]anat1on of course requ1rements.
§. Clear explanation of how grade will be determired.
B. Eari§‘in the_progress of the course, be sure to firm-up the course
“f=design by: | |
1. Encourag1ng students to give you ass1gnment top1cs to cover
dur1ng class.:
z{ Ho]djng short discussions about the issues that will be.covered
in subsequent c]asses,/~”, | | '
“3. Requestina etudents”to explain to you what-they think the course
requ1rements mean. . C A |

”“C. Before the m1dd1e of the course be certa1n that you have

1. Comp]ete]y f1nned-up a11 top1cs to be\covered when and by whom. .

N

Requested that the students comp]ete, anonymous]y, a feedback

report about how the course is p'ogress1ng (Inc]uue th1ngs they

- Tlike, don t likey and anyth1ng they want to do before the course

ends.. Leave the room wh11e thev do th1s, asklng one of the stu-

e

. ,dents to co]]ect the report and p1ate 1t on~youredesk And
. : N :, s » ' . ‘ \ 3
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D. AN

Tyne up and dup]icate the feedback and spend.up to one-ha]f of

a session going over needed changes w1th the c]ass members ..

{Remember, this is the time when fee%back is usefu] Waiting

until the end of the course does these students no good,)

‘during the course, keep in mind that:

Any requirements for‘the course must be evaluated and returned to

- the students so they have time to improve their weaknesses.

If grading is detennined by combining the seminarfand field ex-

per1ence performance scudents must be to]d how this is dones

.. D1scuss1ons of field expere1nces often are dom1nated by a few

students and become recundant. Limit these sharings to the first

20 - 30 minutes of class, or the students will see the course as

time wasting ‘and useless.

4. Don't make ass1gnments or provide handouts un]ess they Wi11 be
exp1a1n°d or d1scussed in class. ‘ ”»,; -

. . 5. Encourage Students to discuss what they have 1earned frem the
field experience or rev1ew what they fee] they need as a\resu]t of
the exper1ence ' ' ‘ "\ \

___ 6. Take respons1b111ty only for those top1cs you are capab]e of

| | present1ng. Give the rema1n1ng top1cs to outs1ders or leave. them
out of the course. _ _ |

7: Ask students often, "How islit going? .Is thehe socme reasoqﬂI
shou]d come out and see you w1th1n the next week?"
8. _Do not make ass1gnments too heavy and be sure they are pract1ca1

FIELD SUP“RVISION

" A Plan your v1s1ts in four ways

I

~and. to seg 1f ro]es and expectations are c]ear

nd re]evant to the pu oose of the 1hternsh1p exper1enee

&

£y

Get out as ear]y as poss1b1e to 1et everyone know who you are

¢
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- 2. Visit}durihg the midd]e_three weeks of the 1nternshiplto moni tor
the progress of the 1ntern. ] o
3. Ask interns in seminan if there is a special reason to visit, and
if so, then do s0. | h |
4, Visit aga1n with at least 2-3 weeks left Just in case some help
'1s needed. . '
B. In the process of v1s1t1ng the 1ntern, remember that your role is to:
___;J. Make certain early that the agency person, the intern, and you
agree about the purpose of the internship.
.___ 2. Later on, f1nd out from the agency person how the 1ntern is do1ng
o _ Just 1n case he/she does not fee] comfortab]e shar1ng it w1th
 the intern. ' _ | ‘
___ 3. Besure to share feedback with the 1ntern early enough so that ~
there is t1me for ‘adjustments to be made )
4, Find out from the intern if. there is anyth1ng he/she wants the = «
agency person to know, but is afraid to ta1k with directly.
(You are the 11a1son here). .
5. V1s1t each 1ntern no fewer than three times and preferab]y four
times, and be sure to keep progress folders on each one so that
you have standards for subsequent observat1ons
6. let’ everyone know as soon as possible if there are prob]ems
Don't be afraid of abort1ng p]acements that just won 't work
C. When Judg1ng the work of the 1ntern, be sure to:
————J', Share your 1mpress1ons w1th the 1ntern and the agency person,

and see 1f they can help you adjust your assessment

2. Be as objective as you can in mak1ng assessments. Labe] reports

$

for what they are; observation, descriotions, perceptions,

.- - speculations.




3. Emphasize positive feedback first, then attack ﬁkoblems.

4. Provide the intern with a‘reéord of your eva]dation, or at

b '~ least make sure he/she.has recorded it. ‘

:5 5. When determining what role you wﬁ]],play to sefve the best

. intere;t of the agency and the intern, try tp%but &ourse]f in
their place. This "mental role reveréa]"‘can positive]y‘in-r

0

fluence how you work with everyone involved. | , .
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